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Introduction 

The web-based EasyFile Registration Documentation Submission System (RDSS) was designed 
to facilitate the 4s submission process. RDSS provides an extensive help system to assist you   
when completing 4s submissions. This user's guide will help you navigate RDSS. 

System Requirements 

 RDSS requires a currently supported version of Microsoft Edge or Firefox

 JavaScript must be enabled in your web browser

 Cookies must be enabled in your web browser

 128 Bit Encryption

 Adobe Acrobat Reader 
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Getting Started 
 
 Security 

RDSS uses existing security protocols of NFA's Online Registration System (ORS). When 
your security manager creates a new user for your firm or edits the security of an existing 
user, the security manager will be able to authorize the user to both submit and enter or only 
enter 4s submissions for your firm (see picture below). The “Submit and Enter” security will 
allow a user to both enter and submit the 4s submission once complete. The “Enter” security 
will allow a user only to enter 4s submissions but not submit them to NFA. Users that have 
not been designated to enter or submit 4s submissions will be designated as "None."  
 
New Security Options for EasyFile 

 
 

 

  

http://www.nfa.futures.org/NFA-electronic-filings/ORS.HTML
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Accessing RDSS 
  
Once your Security Manager has set up your security for RDSS, you can access the application 
through Electronic Filings menu of NFA's main web page (see below).  
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Click on the "Access the System" button.  
 

 
 
 
You will be prompted to sign on using your ORS user name and password (see Getting Started). 
 
 

 
 
 
The Filing Index  
The Filing Index is the main page of RDSS (see below). It is the first page you will see after 
signing onto the system. The Filing Index lists information about all of the filings that have been 
submitted to NFA by your firm and any outstanding filings that are due.  
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The Filing Index displays the following information about each filing: 
 

 Initiation Date – This is the creation date associated with your filing. Click on the 
"Initiation Date" to open a respective filing. 

 Due Date – This is the date that the filing should be submitted to NFA. The due date will 
be the compliance date or the response due date disclosed in NFA's written 
communication to your firm.  

 Form – This is the name of the 4s topic area. 
 Form Type – This is the type of form that was filed. 
 Received Date – This is the receipt date for a submitted filing. Filings not submitted will 

not have a Received Date. In the case of amended active filings, the Received Date will 
not change and will always be the date of the submission of the initial filing (see 
"Amending a Filing" for more details). 

 Version of Stmt – This is the version number of the filing. The initial version of the filing 
will be 1. The version number will increase by 1 with each subsequent amendment. 

 Status – This is the status of the filing. A filing can have one of the following statuses: 
• Received – Indicates that the filing has been submitted. 
• Due in X days – Indicates how many days are left to submit a required filing based 

on the due date. 
• X days overdue – Indicates that the filing is past due and should be submitted as 

soon as possible. An overdue filing will appear in red. 
• Amending – Indicates that the filing is currently being amended by your firm and has 

not yet been submitted to NFA. 
 
Filings can be viewed by Active or Historical status by clicking on the applicable radio button 
below the firm's name. The Active status represents filings that require further action by your firm, 
or are under NFA review. NFA written communication regarding your firm's filing can be accessed 
within each respective Active filing (see "Viewing NFA Written Communication" for more details). 
Active filings may be amended by a firm at any time. Historical filings represent filings that do not 
require any further action by your firm. These filings can be viewed in a read-only format. Once 
an Active filing moves to Historical, you may see two Historical filings with the same Form name. 
The Historical filing with the older Due Date contains your firm's filing information prior to the 
issuance of NFA written communication. Any subsequent filing contains NFA-issued written 
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communication and your firm's filing information subsequent to the issuance of such 
communication(s).  
 
Viewing Filings  
To view a Historical or Active filing, click on the respective radio button which would populate the 
appropriate filings in the Filing Index. Click on the "Initiation Date" of the filing to view the 
respective filing.  
 

 
 
 
 
Top Menu Items 
Based on the filing status of a submission and the user’s security settings for EasyFile, the top 
menu may display any of the items below.  
 
 

 
 
 Filing Index – Clicking the Filing Index on the Top menu will bring you back to the Filing 

Index page. This menu item is always displayed. 
 Submit Filing – Submit Filing will attempt to submit uploaded documents. Before the filing is 

submitted, it is checked for errors. If there are any errors, a validation screen will display 
listing the errors found in the filing. If there are no errors then click "Submit Filing" which will 
then direct you to the Submission Oath (see “Completing the Oath and Submitting a Filing” 
for more details). Submit Filing is only displayed when an unsubmitted filing is open and the 
person signed in has Submit privileges. 

 Help – Links to this current RDSS User's Guide. This menu item is always displayed. 
 Logout – Clicking Logout will log you out of the system and close your browser. This menu 

item is always displayed.  
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Uploading Filings 
 
To upload documents within an Active filing, click on the "Initiation Date" of the respective filing in 
the Filing Index. After clicking the "Initiation Date", the Cover Page will display. To upload a 
document, click the "Browse…" button to locate and select the desired document from your 
computer. Once the document is located and selected, click the "Upload Document" button. This 
process may be repeated to upload multiple documents.  
 
Uploading documents does not complete the submission process. When you are ready to 
submit the uploaded document(s), click the "Next" button. 
 

 
 
 
Types of Supporting Documents Accepted 
The system requires a currently supported version of Microsoft Internet Explorer or Firefox and 
accepts any submission in the format of PDF, XLS, XLSX, DOC or DOCX.  Note the capacity for 
each filing must not exceed 32 megabytes 
 
Summary of Errors  
After you have finished uploading your documents, click on "Next" to continue onto submitting the 
filing. The system will then check for errors. The following screen will display below if there are no 
errors. To proceed with submission, click "Submit Filing."  
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If you do not attach a document to the filing and try to submit, then the validation page will display 
with an error message indicating the document must be uploaded. You will need to correct all 
errors before you will be allowed to submit the filing.   
 
This is an example of the Summary of Errors and/or Warnings page where no documents have 
been uploaded. 
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Completing the Oath and Submitting a Filing 
Once documents have been uploaded into an Active filing (see "Uploading Filings") and checked 
for errors (see "Summary of Errors"), the next step is to read the oath. If you agree with the oath, 
click the "Submit Filing" button below the oath to complete the submission process. Filings that 
have been submitted cannot be edited and will open in read-only format.     
 
To cancel submitting the file, do not click the 'Submit Filing" button. Click the "Save" button 
and either logout or return to the Filing Index. 
 
 

 
 
After clicking the “Submit Filing” button the following confirmation will be displayed.  
 

 
 



 

Revised February 14, 2019 | 11 
 

Viewing NFA Written Communication 
Periodically, NFA will issue written communications specific to your firm's filing(s) solely within 
RDSS. NFA will not email written communications regarding your firm's filing(s). Notification to 
access NFA's written communication will be made via email to your firm's Chief Compliance 
Officer and/or Compliance Contact as provided in NFA's Online Registration System.  
 
To view NFA's written communication on your firm's filing, you will need to access the applicable 
Cover Page from the Filing Index (see "Viewing Filings" and "Uploading Filings" sections). Then, 
click on the applicable NFA letter under "Letters from NFA."  
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Amending a Filing 
You can amend filings by uploading and submitting additional documents that may be necessary 
to support the filing. To amend a filing, click the applicable "Initiation Date" on the Filing Index. 
Then, click on the "-" button located in the Top Menu.   
 

 
To continue the process, enter information regarding your amended filing. Please note that 
entering this information is required to continue amending the filing. When the information is 
entered, click "Amend Filing" to continue.  
 

 
 
The Filing Index will be displayed and the status of the filing will be "Amending." You will then 
need to follow the steps outlined in "Completing the Oath and Submitting a Filing" so that your 
amended documents will be deemed Received. 
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